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U.S. ENVIRONMENTAL PROTECTION AGENCY
REGION |
60 WESTVIEW STREET, LEXINGTON MA 02173

MEMORANDUM
DATE: August 7, 1991
SUBJ: Region | CSF Completeness Evidence Audit Program
FROM: MoiraM. Lataille
Deborah A. Szaro
Region | CLP TPOs
TO: Lead Chemists
Region | Contractors
THRU: Heidi Horahan
ARCsDPO

Theattached Region | CSF Compl eteness Evidence Audit Program/July 3, 1991 replaces
the currently used proceduredescribed by CEAT-Techlaw in EPA Regional CSF Compl eteness
Evidence Audit Guidelines. Begin using the Region | CSF CEAP onthe next CSF you receive.
Note that the forms supplied by CEAT-Techlaw during the Complete SDG File Training
seminar held on February 20, 1991 will no longer be utilized. These are replaced by the EPA
Region | Complete SDG File Receipt/Transfer Form and the DC-2 Forms.

To assist you in implementing this new CSF Program, we have set up a CSF Hotline
number, (617) 229-2050, at the Region | Weston/ESAT office. Primary contact is Pam Rose
and secondary contactisKate Schweitzer. All questionsreceived by ESAT will bedocumented
with telephone conversationlogs. Questionsrequiring clarificationwill beforwarded by ESAT
to the TPOs and/or NEIC. Y ou will receive an answer to your question within 24 hours or be
informed that the question is being researched by the TPO/NEIC and that clarification will be
provided as soon as possible. In an effort to save the Lead Chemists' time and reduce the
number of repeated questions, acopy of questionsand answersreceived fromall Lead Chemists
will be provided to each Lead Chemist in a monthly report. Please take the time to read the
monthly reports.

Please note the following:
o All CSF data must have the Region | CSF Completeness Evidence Audit
performed even if those data are not to be validated at thistime.

0 Only Lead Chemists may call the CSF Hotline; please identify yourself
when you call.
o The Hotlineisto be used to resolve technical/legal questions and specific audit



guestions after you have read and become familiar with the Region | CSF CEAP. The ESAT
contacts will not walk you through an audit.

If you are repeatedly unable to reach either the primary or secondary ESAT contact at
the CSF Hotline, call either Deborah Szaro or MoiraLataille at (617) 860-4312.

cC: Carol Wood, QAO
Scott Clifford, ESAT DPO
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1.0 | NTRODUCTI ON

Evi dence audits are conducted to ensure that |aboratory
docunentation and data wll be admssible in potentia
l[itigation. Prior to the inplenentation of the OLM)1.0 Organic
and ILMD1.0 Inorganic Statenents of Wrk, evidence audits for
all Routine Analytical Services case files were perfornmed by
CEAT- Techl aw. However, under the ILMJ)1.0 and OLMD1.0 I norganic
and Organic Statenments of Work, |aboratories nust now devel op
Conpl ete Sanple Delivery Goup Files (CSFs). The CSFs consi st

of the original Sanple Data Package and all related
docunent ation. Laboratories operating under the new contracts
wWill submt the CSFs directly to the regions, who wll now be

responsi ble for conducting the evidence audits. This process
allows the EPA to quickly nmonitor the quality of the | aboratory
docunent ati on.

To easily integrate the evidence audit into the validation
procedure, the Region | Quality Assurance O fice has devel oped
the Region | CSEF Conpleteness Evidence Audit Program The
program addresses two fundanmental areas of responsibility
necessary to ensure the admssibility of |aboratory-generated
docunentation and anal ytical data as evidence. First, the
integrity of the CSF nust be maintained during all transfers.
Second, the conpleteness of the CSF docunentation nust be
assured through the evidence audit process.

The Region | CSF Conpleteness Evidence Audit Program
repl aces the procedure descri bed by CEAT- Techl aw i n EPA Reqi ona
CSE _Conpl et eness Evi dence Audit Guidelines. None of the forns
supplied by CEAT-Techlaw at the Conplete SDG File Training
sem nar held on February 20, 1991 will be necessary to conplete
the Region | CSF Conpl et eness Evidence Audit or to performthe
CSF tracki ng procedures.

A flowhart outlining the Region | CSF Conpleteness
Evi dence Audit Programis included in Attachnent I.

2.0 COVPONENTS OF THE CSF

The CSF consists of the original Sanple Data Package and

all related docunentation. The laboratory is required to
assenble the CSF and submt it directly to the Region (as
specified in Exhibit B, Section Il, B-22 of OLM)1.0 and Exhi bit
B, Section 11,B-13 of |LM1.0). The | aboratory submts a

Complete SDG File (CSF) Inventory Sheet, DC-2 Form (inorganic
pages 1-2, organic pages 1-4), which indexes all
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docunents submitted in the CSF. In addition to the origina
Sanpl e Data Package, the CSF consists of the follow ng ori ginal
docunent s:

1 A conpl eted, signed, and dat ed Conpl ete SDG Fi | e ( CSF)
| nvent ory Sheet, DC-2 Form

All original shipping docunents including the EPA
chain of custody records, airbills, EPA traffic
reports, and sanple tags sealed in plastic bags;

Al'l original receiving docunents, includingthe sanple
| og-in sheet (DC-1 Form), and ot her receiving forns or
copi es of receiving | ogbooks;

Al'l original |aboratory records, not already submtted
in the Sanple Data Package, concerning internal
| aboratory sanple transfer/tracking, preparation and
anal ysi s;

Al other original SDG specific docunents in the
| aboratory's possession including tel ephone contact
| ogs, copies of personal |ogbook pages, and hand
witten case-specific notes.

3.0 THE CSF TRACKI NG PROCEDURE
3.1 Tracking Overview

To conply with evidence requirenents, signed and dated
custody seals nust be affixed to the CSF whenever it is
transferred. The CSF is considered transferred whenever it
changes | ocation upon shi pnment or hand-delivery. This occurs
when the CSF is shipped from the |aboratory to the Regiona
Sanple Control Center (RSCC), from the RSCC to the Prine
Contractor, fromthe Prinme Contractor to the Data Validation
Subcontractor, from the Data Validation Subcontractor to the
Prime Contractor, whenever the CSF is requested for oversight by
the Region | EPA Quality Assurance Ofice, or any other tinme the
CSF must change cust ody.

Dat a Val i dati on Subcontractors will not be responsible for
conducting evidence audits; however, they nust be inforned of
and adhere to the Region | CSF Conpleteness Evidence Audit
Program CSF Tracking Procedures. The Prinme Contractors are
responsi bl e for ensuring that all Data Validation Subcontractors
are properly trained in the procedures outlined in the tracking
pr ocedure.
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The CSF Tracking Procedure is initiated when the CSF is
received at the RSCC by the Sanple Control Coordinator (SCC).
The SCCw Il initiate the CSF Recei pt/ Transfer Form which w ||
remain with the CSF through every transfer. The purpose of the
CSF Receipt/Transfer Form is to docunent the presence and
condition of custody seals, which nust be affixed to the data
package in
conpliance wth evidence audit requirenents during all
transfers. Exanples of bl ank and conpl et ed CSF Recei pt/ Transfer
Forms are included in Attachment 11 A and I1B.

3.2 CSF Tracking Procedure

The CSF is received at the RSCC fromthe | aboratory under
custody seal. The SCC initiates a CSF Receipt/ Transfer Form
which will remain with the CSF wwth every transfer. For each
transfer, the follow ng protocol for CSF tracking and conpl eti on
of the CSF Recei pt/Transfer Form nust be foll owed:

1. Inspect the unopened CSF shipnent. Determine if
custody seals are present or absent. If present,
determne if custody seals are intact or broken.

2. Open the CSF shipnent and conplete the CSF
Recei pt/ Transfer Form The case nunber, SDG nunber,
and data package nunber will be conpl eted by the SCC

1 Receipt Date - Enter the date that the
contractor/validator received the CSF;

Received By - Enter the nane and initials of the
contractor/validator who has opened the CSF, and
list the affiliation, i.e. RSCC, Wston/ESAT,
NUS/ ARCS, Dynamac, EPA, etc.;

CSF Activity - List the CSF activity. For

exanple, the SCCwll list the activity as "CSF
Recel pt ". The contractor/validator wll [|ist
the activity as "validation", "resubmttals",

"data validation oversight" or "CSF storage";

Custody Seals - Indicate whether the custody
seal s were present and intact;
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Rel eased - If the CSF nust be transferred to a
new | ocation, identify which organization the

package will be released to and the date of
aelease, i.e. shipnent date or hand-delivery
at e.

3.3 Laboratory Resubm ttal Tracking

All laboratory resubmttals requested during the evidence
audit and/or data validation nust be shi pped under custody seal .
The Prime Contractor Lead Chem st is the only one authorized to
request and receive resubmttals. The Data Validation
Subcontractor cannot request or receive resubmttals. The
| aboratory may send resubmittals to either the RSCC or the Prine
Contractor.

If the | aboratory sends resubmittals to the RSCC, a new
CSF Receipt/ Transfer Form will be initiated by the SCC. The
resubmttals and new CSF Receipt/ Transfer Formw |l be shipped
to the Prine Contractor Lead Chemi st as stated in section 3. 2.
The Prime Contractor will conplete the appropriate section of
the new CSF Receipt/Transfer Form and will indicate the "CSF
Activity" as "Resubmttals". The Prinme Contractor will then
forward the resubmttals to the Data Validation Subcontractor
under custody seal.

However, if the | aboratory sends resubmttals directly to
the Prine Contractor, a new CSF Receipt/Transfer Formw || be
initiated by the Prime Contractor. The Prinme Contractor wll
conpl ete the appropriate section of the new CSF Recei pt/ Transfer
Formand will indicate the "CSF Activity" as "Resubnittal s". The
Prime Contractor will then forward the resubmittals to the Data
Val i dation Subcontractor under custody seal.

If the Prine Contractor receives resubnmttals from both
the |l aboratory and the RSCC, the Prinme Contractor nust verify
that the resubmttals received fromthe RSCC are identical to
those received directly from the |[|aboratory. The Prine
Contractor may then discard and recycle the set of resubmttals
received fromthe RSCC. If the two sets of resubmttals are not
identical, the Prine Contractor nust contact the | aboratory to
determ ne which set of resubmittals is correct.

Upon receipt of the resubmttals, the Data Validation

Subcontractor will conplete the appropriate section of the new
CSF Recei pt/ Transfer Form Under "Rel eased”, the Data
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Val i dati on Subcontractor should indicate "Included with CSF".
Al'l CSF Recei pt/ Transfer Forns and | aboratory resubm ttal s nust
be kept with the CSF.

3.4 Data Validation Oversight

If the QA Ofice requests a CSF for data validation
oversight, the Prine Contractor nust conplete the appropriate
sections of the CSF Recei pt/ Transfer Formand ship the CSF under
cust ody seal to the EPA When the data validation oversight is
conplete, the EPAw || conplete the appropriate sections of the
CSF Recei pt/ Transfer Formand ship the CSF under custody seal to
the Prinme Contractor.

4.0 THE CSF AUDI T PERFORMANCE PROCEDURE
4.1 CSF Audit Overvi ew

The purpose of the evidence audit is to determ ne
conpl eteness of the CSF as shipped fromthe |aboratory. The
auditor nmust verify that all docunents are present as stated by
the | aboratory on the DC-2 Form and that all pages in the CSF
are accounted for on the DC-2 Form Al evidentiary docunents
must be clearly identified with the case nunber and SDG nunber,
and nust be signed and dated where required. The accuracy of
the Sanple Data Package submitted as part of the CSF is
determ ned during the nornmal data validation procedure and is
not part of the evidentiary audit.

The CSF Audit Performance Procedure outlines the protocol
that Prime Contractors nust follow to conplete the evidence
audi t . The evidence audit nust be conpleted by Prine
Contractors only. Data Validation Subcontractors performng
data validation will not be responsible for conducting the
evi dence audit, although they will be required to adhere to all
CSF tracki ng procedures. The Prinme Contractor will performthe
evi dence audit by reviewing the DC-2 Form which is submitted by
the | aboratory as part of the CSF. Exanples of blank organic

and inorganic DC-2 Fornms are included in Attachnent 1I1I1A
Exanpl es of |aboratory-conpleted organic and inorganic DC 2
Forms are included in Attachnment 111B. Exanples of | aboratory-
conpl eted and Prinme Contractor-conpl eted organi c and inorganic
DC-2 Fornms are included in Attachnent 111C.

4.2 | nor gani ¢ Conpl et eness Evi dence Audit

The follow ng describes the Region | guidelines for
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conducti ng conpl et eness evi dence audits of inorganic CSFs. The
CSF wi |l be shipped to the Prinme Contractor Lead Chem st by the
RSCC. A CSF Recei pt/ Transfer Form initiated by the SCC, wll
be shi pped with the CSF.

The Prime Contractor Auditor/Validator will perform the
evi dence audit using a photocopy of each conpleted and signed
DC-2 Formwhich is submtted by the |aboratory as part of the
CSF or which is submtted with resubmtted docunents. The
Prime Contractor Auditor/Validator nust not wite on the
original DC-2 Form which will remain with the CSF, unnodifi ed.

Wien resubmittals are requested, the Prine Contractor
Audi t or/ Val i dat or shoul d request that the | aboratory nunber the
resubm tted pages so that they may be appended to the end of the
CSF. Pages should not be inserted into the CSF, and original
pages in the CSF should not be replaced by resubmtted pages.

When the | aboratory resubmittals are received, photocopy
the new DC-2 Form and perform the evidence audit for the
resubmtted sections only. The Prinme Cont ract or
Audi tor/Validator nmust not wite on the original DC2 Form
which will remain with the CSF, unnodifi ed.

The Prine Contractor Auditor/Validator nust generate
tel ephone comunication 1ogs whenever the I|aboratory is
contacted for resubmttals or clarification.

Compl ete the evidence audit according to the follow ng
pr ot ocol :

1. Inspect the package for custody seals and follow the
protocol outlined in the CSF Tracking Procedure.
After conpleting the appropriate sections of the CSF
Regei pt/ Transfer Form proceed wth the evidence
audi t.

2. Locate the CSF Inventory Sheet, DC-2 Form submtted
by the | aboratory. Make one photocopy of this DC 2
Formto performthe evidence audit. At the top of the
first page, |abel the photocopy "Evidence Audit
Phot ocopy”. The original DC2 Formsubmtted by the
| aboratory nmust remain with the CSF, unnodifi ed.

If the DC-2 Formis not included with the CSF, contact
the | aboratory for submttal and conplete
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a tel ephone conmunication |log. Resubmttal of just
the DC-2 Form is not required to be under custody
seal. Proceed wth the evidence audit after the DC- 2
Form has been submtted by the |I|aboratory and
phot ocopi ed by t he Prime Contract or Auditor/Validator.

3. Reviewthe docunents in the CSF. Conpare the docunent
page nunbers to the page nunbers listed on the DC-2
Form Ensure that all docunments are accounted for and

legible. If extra pages were included with the CSF
but were not listed on the DC-2 Form or if page
nunbers listed on the DC-2 Form were incorrect,

request that a corrected DC-2 Form be submtted.
Conpl ete a tel ephone comruni cation | og.

4. For itens 1-27 on the DC-2 Form if the informationis
accurate and | egi bl e, place a check in the EPA col um
for those itens.

| f any pages are m ssing, inaccurate, or illegible, do
not put a check in the EPA colum. Request
resubmttal of the pages from the |aboratory and
conplete a tel ephone communi cation | og.

5. For item 28, check whether the traffic report is
present . If no, |eave EPA colum bl ank, request
resubmttal of the pages from the |aboratory and
conplete a tel ephone communi cati on | og.

Check whether the traffic report was signed and dat ed.
| f yes, place a check in the EPA colum. |If no, |eave
EPA colum blank and indicate the non-conpliance
directly next to item 28 on the DC-2 Form Do not
request a |l aboratory resubmttal of thetraffic report
if it was present but not signed or dated.

6. Proceed to item?29. Check whether airbills, chain of
custody records, sanple tags, sanple log-in sheets
(DC-1 Formand/or lab form), and the SDG cover sheet
are present. If no, |eave EPA colum bl ank, request
resubmttals from the |aboratory, and conplete a
t el ephone communi cation | og.

Check whether the airbills, chain of custody records
and SDG cover sheets were signed and

| -1-03-01 7



dated. |If yes, place a check in the EPA colum. |If
no, |eave EPA colum blank and indicate the non-
conpliance directly next toitem?29 on the DC-2 Form
Do not request |laboratory resubmttals of these
docunents if they were present but not signed and

dat ed.

Check whether the sanple log-in sheet/ DC-1 Form are
conplete and accurate. |If yes, place a check in the
EPA col um. If no, |leave EPA colum blank and
i ndi cate the non-conpliance directly next to item 29
on the DC2 Form Do not request |aboratory

resubmttals of these docunents if they were present
but not conplete or accurate.

7. ltenms 30, 31, and 32 concern | aboratory docunentation
i ncludi ng m scel | aneous shi ppi ng/ receiving records,
tel ephone | ogs, internal |aboratory sanple transfer/
tracki ng sheets, and sanple preparation and anal ysi s

records. Confirm that EPA sanple nunbers, SDG
nunbers, and Case nunbers are correctly referenced to
this particular Case and SDG on all docunents
submtted by the | aboratory. If yes, place a check in
t he EPA col ums. If no, |eave EPA columms bl ank,

request that the laboratory resubmt the correct
docunents and conpl ete a tel ephone conmuni cati on | og.

8. If there are docunents listed initem33, confirmthat
EPA sanpl e nunbers, SDG nunbers, and Case nunbers are
correctly referenced to this particular Case and SDG
on all documents submtted by the | aboratory. If yes,
pl ace a check in the EPA colums. |If no, |eave EPA
colums bl ank, request that the |aboratory resubmt
the correct docunments, and conplete a telephone
comuni cati on | og.

9. The evidence auditor should sign the "Audited by"
section at the bottom of each photocopied DC 2 Form
The evidence auditor's printed nane, title, and date
shoul d al so be conpleted. In addition, the evidence
audi tor should indicate their conpany nane/contract
bel ow the "Printed Nane/Title" |ine.

10. Sinceresubmttal s may be requested during validation,
hold all DC-2 Forms until the data validation is
conpl ete before proceeding with the
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di stribution of the forms.

11. When requested resubmttals and new DC-2 Form are
received fromthe | aboratory, make a photocopy of the
new DC-2 Form At the top of the first page, | abel
the photocopy "Evidence Audit Photocopy”. The
original DC-2 Form submtted by the |aboratory nust
remain with the CSF, unnodi fied. Performthe evidence
audit for the resubm tted sections on the photocopy of
the new DC-2 Form The col umm on t he phot ocopi ed DC- 2
Form for the original data package, which was |eft
bl ank during the evidence audit pending resubmttals,
remai ns bl ank.

4.3 Oganic Conpl eteness Evidence Audit

The follow ng describes the Region | gquidelines for
conducting conpl eteness evidence audits of organic CSFs. The
CSF will be shipped to the Prinme Contractor Lead Chem st by the
RSCC. A CSF Receipt/ Transfer Form initiated by the SCC, wll
be shi pped with the CSF.

The Prinme Contractor Auditor/Validator will perform the
evi dence audit using a photocopy of each conpleted and signed
DC-2 Form which is submtted by the |aboratory as part of the
CSF or which is submtted with resubmtted docunents. The
Prime Contractor Auditor/Validator nust not wite on the
original DC-2 Formwhich will remain unnodified with the CSF.

Wien resubmittals are requested, the Prinme Contractor
Audi tor/ Val i dat or shoul d request the |aboratory to nunber the
resubm tted pages so that they may be appended to the end of the
CSF. Pages should not be inserted into the CSF and ori gi nal
pages in the CSF should not be replaced by resubmtted pages.

When the | aboratory resubmttals are received, photocopy
the new DC-2 Form and perform the evidence audit for the

resubmtted sections only. The Prinme Cont ract or
Audi tor/ Val i dat or nmust not wite on the original DC 2 Formwhich
will remain with the CSF, unnodifi ed.

The Prime Contractor Auditor/Validator nust generate
t el ephone communication |ogs whenever the |aboratory is
contacted for resubmttals or clarification.
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Compl ete the evidence audit according to the follow ng

pr ot ocol :

1

| nspect the package for custody seals and follow the
protocol outlined in the CSF Tracking Procedure.
After conpleting the appropriate sections of the CSF
Regeipt/Transfer Form proceed with the evidence
audi t.

Locate the CSF Inventory Sheet, DC-2 Form submtted
by the | aboratory. Make one photocopy of this DC- 2
Formto performthe evidence audit. At the top of the
first page, |abel the photocopy "Evidence Audit
Phot ocopy”. The original DC2 Formsubmtted by the
| aboratory nmust remain with the CSF, unnodifi ed.

If the DC-2 Formis not included with the CSF, contact
the | aboratory for submttal and conplete a tel ephone
comuni cation | og. Resubmttal of just the DC-2 Form
is not required to be under custody seal. Proceed
with the evidence audit after the DC-2 Form has been
submtted by the |aboratory and photocopied by the
Prime Contractor Auditor/Validator.

Revi ew t he docunents in the CSF. Conpare the docunent
nunbers to the page nunbers listed on the DC-2 Form
Ensure that all docunents are accounted for and
| egi bl e.

| f extra pages were i ncluded with the CSF but were not
listed on the DC-2 Form or if page nunbers |listed on
the DC-2 Formwere i ncorrect, request that a corrected
DC-2 Form be submtted. Conplete a telephone
communi cati on | og.

For items 2, 4, 5, and 6 on the DCG2 Form if the
information is accurate and | egi bl e, place a check in
the EPA colum for those itens.

| f any pages are mi ssing, inaccurate, or illegible, do
not check off the EPA colum. Request resubmttals
from the |aboratory and conplete a telephone
comuni cati on | og.

For item 3, check whether the traffic report is
present . If no, |eave EPA columm bl ank, request
resubmittal of the form and conplete a tel ephone
comuni cati on | og.
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Check whether the traffic report was si gned and dat ed.
| f yes, place a check in the EPA colum. |If no, |eave
t he EPA colum bl ank and indicate the non-conpliance
directly next to item 3 on the DC-2 Form Do not
request a l aboratory resubmttal of the traffic report
if it was present but not signed or dated.

6. Item 7 concerns |aboratory docunentation including
internal |aboratory sanple transfer/tracking sheets,
sanple preparation and analysis |ogbook pages,
screening records, and all i nstrunment  out put,
including strip charts from screening activities.
Confirmthat EPA sanpl e nunbers, SDG nunbers, and Case
nunbers are correctly referenced to this particul ar
Case and SDG on all docunents submtted by the
| aboratory. If yes, place a check in the EPA col umms.
| f no, |eave the EPA columm bl ank, request that the
| aboratory resubmt the correct docunents, and
conplete a tel ephone communi cation | og.

7. Proceed to item8. Check whether airbills, chain of
custody records, sanple tags, sanple log-in sheets
(DC-1 Formand/or |ab form, the SDG cover sheet, and
m scel | aneous shi ppi ng/recei ving records are present.
If no, | eave the EPA colum bl ank, request
resubmttals from the l|aboratory, and conplete a
t el ephone communi cation | og.

Check whether the airbills, chain of custody records
and SDG cover sheets were signed and dated. |If yes,
pl ace a check in the EPA col um. If no, |eave EPA
col um bl ank and i ndi cate the non-conpliance directly
next to item 8 on the DC-2 Form Do not request
| aboratory resubmttals of these docunents if they
were present but not signed and dat ed.

Check whether the sanple log-in sheet/DC-1 Form are
conpl ete and accurate. |If yes, place a check in the
EPA col um. If no, leave EPA colum blank and
i ndi cate the non-conpliance directly next toitem8 on
the DC-2 Form Do not request | aboratory resubmttals
of these docunents if they were present but not
conpl ete or accurate.

8. Item9 lists all internal |aboratory sanple transfer
records and tracking sheets. Confirm
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t hat EPA sanpl e nunbers, SDG nunbers, and Case nunbers
are correctly referenced by the | aboratory. |If yes,
pl ace a check in the EPA colums. If no, |eave EPA
colums bl ank, request resubmttals from the
:aboratory, and conplete a tel ephone communi cation
0g.

9. If there are docunents listed initem10, confirmthat
EPA sanpl e nunbers, SDG nunbers, and Case nunbers are
correctly referenced to this particular Case and SDG
on all docunents submtted by the | aboratory. |If yes,

place a check in the EPA colums. |If no, |eave EPA
colums blank, request resubmttals from the
| aboratory, and conplete a tel ephone comrunication
| og.

10. The evidence auditor should sign the "Audited by"
section at the bottom of each photocopied DC- 2 Form
The evidence auditor's printed nanme, title, and date
shoul d al so be conpleted. 1In addition, the evidence
audi tor should indicate their conpany nane/contract
below the "Printed Nane/ Title" |ine.

11. Sinceresubmttals nmay be request ed during val i dati on,

hold all DC-2 Forms until the data validation is
conpl ete before proceeding with the distribution of
t he forns.

12. When requested resubmttals and new DC-2 Form are
received fromthe | aboratory, make a phot ocopy of the
new DC-2 Form At the top of the first page, |abe
the photocopy "Evidence Audit Photocopy". The
original DC-2 Form submtted by the | aboratory nust
remain wth the CSF, unnodi fied. Performthe evidence
audit for the resubmtted sections on the photocopy of
the new DC-2 Form The col um on t he phot ocopi ed DC- 2
Form for the original data package, which was |eft
bl ank during the evidence audit pending resubmttals,
remai ns bl ank.

5.0 POTENTI AL PROBLEMs W TH THE CSF AUDI T PROCESS

The following is a list of guidelines to aid the auditor
in determ ning the appropriate action to take when a CSF or DC- 2
deviates fromthe required format. Exanples of situations which
would and would not require contacting the |aboratory for
resubmttals are al so included.
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51
The

Gui delines for Contacting the Laboratory

| aboratory nust be contacted for any problem that

af fects the conpl eteness or accuracy of the CSF. For exanpl e:

52
The

| -1-03-

If the CSF contains pages identified with only a
| aboratory identifier, such as a LI M5 project nunber,
the | aboratory nmust be contacted. All pages of the
CSF nust reference the CLP Case Nunber and SDG to
mai ntai n data conpl et eness. Any pages with only a
| aboratory or LI MS project nunber nust be resubm tted.

| f the laboratory mstakenly indicates "Not
Applicable" for an I1tem and it 1s obvious that the
itemis applicable, i.e. the docunent is present in
the CSF, the |aboratory nust be contacted. For

exanple, if the |aboratory m stakenly indicates that
the airbills are "NA", then the |aboratory nust be
contacted and the revised DC-2 Form nust be
resgbr}tted to indicate the exact page nunber of the
airbills.

If the DC-2 Form used by the |aboratory does not
itemze all pages present in the CSF, the |aboratory
must be contacted. The |aboratory may use their own
version of the DC-2 Formas long as all itens/pages
are |isted. If the DC-2 Form does not accurately
reflect the contents of the CSF, then the | aboratory
must resubmt the DC-2 Form

If the |aboratory submts photocopi ed docunentation
i nstead of original docunentation, and if the | ocation
of the originals is not noted on each photocopy, then
t he | aboratory nust be contacted. The entire CSF nust
be submtted with all original docunentation, or the
| ocation of the originals nust be noted on each
phot ocopy.

For exanple, sanple tags and air bills nust be
ori gi nal docunentation. Sanple preparation |ogs and
standard preparation | ogs, which are usually in bound
| ogbooks, may be phot ocopi es.

Gui delines for Not Contacting the Laboratory

| aboratory does not need to be contacted if problens

01 13



do not
exanpl e:

affect the conpleteness or accuracy of the CSF. For

| f the | aboratory uses a different DC-2 Formthan the
one included in the Region | program(i.e. individual
itens on the DC-2 Formhave slightly different headers
than those on the CLP forns), the | aboratory does not
need to be contacted. As long as all docunents are
accurately

inventoried on the | aboratory DC-2 Form and the DC-2
Fﬁrn1accurately reflects the contents of the CSF, then
t he

| aboratory does not need to be contacted.

If the Traffic Report includes the Chain of Custody
form as is the case wth the new Traffic Reports, the
| aboratory does not need to be contacted. The
| aboratory may |ist them individually. The
duplication of page nunbers is inevitable.

I f the | aboratory has inserted resubmtted pages into
the CSF, the | aboratory does not need to be cont act ed.
The | aboratory has the option to add the requested
resubmttals in an addendum insert additional pages
in the package and renunber the pages or resubmt the
page with the original page nunber.

| f other inconsistencies are found on the DC-2 Form
but the integrity of the package is not affected, then
conplete the audit and note the deficiency. For
exanpl e, sone |aboratories nmay not check each item
individually on the DC-2 Form but may instead draw a
conti nuous arrow down the colum to indicate that al
itens were checked. |If, however, an itemthat is not
applicable to the case is indicated as present by the
continuous arrow, note the inconsistency on the DC- 2
Form

If the laboratory listed both the original and
phot ocopi ed pages of the shi ppi ng docunents on t he DC-
2 Form the | aboratory does not need to be contacted.

The I|aboratory may have listed the photocopied
docunents wunder the "Traffic Report" and "EPA
Shi ppi ng/ Recei ving Docunents"” sections and the
ori gi nal docunents under "Qther Records". As long as

the original docunentation is included with the CSF
it is not necessary for the

| -1-03-01 14



| aboratory to resubmt the DC-2 Formw th t he ori gi nal
docunents listed under the "Traffic Report" and "EPA
Shi ppi ng/ Recei vi ng Docunent s" secti ons.

6.0 COVPLETI ON OF EVI DENCE AUDI T AND DI STRI BUTION OF AUDI T
FORMS

The audit is conplete after data validation has been
performed and when all DC2 Forns have been received and
audi t ed. Even if data validation is perforned by a Data
Val i dation Subcontractor, the Prinme Contractor 1s still
responsi ble for obtaining any resubmttals required by the
validation and new DC-2 Forns follow ng the protocol outlined
above for CSF tracking and auditing.

The photocopied DC-2 Forns conpleted by the evidence
auditor, the original |aboratory-submtted DC-2 Form and the
CSF Receipt/ Transfer Form should remain with the CSF. The
evi dence audi tor should make a copy of all DC-2 Forns that were
previ ously phot ocopi ed and conpl eted during the audit procedure.
These copies, along with copies of the tel ephone comunication
| ogs, should be sent to:

Contract Evidence Audit Team ( CEAT- TechLaw)
12600 West Col f ax Avenue

Suite C 310

Lakewood, Col orado 80215

Attn: Kerri Luka, Project Leader

Wen the validation and evidence audit procedures are
conpleted, the CSF remains with the Prime Contractor until
contract expiration or until further use of the CSF is required
by Region I.
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Attachment |

Flowchart of Region | CSF Evidence Audit Program
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Attachment 1A

Blank CSF Receipt/Transfer Form
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Attachment |1B

Completed CSF Receipt/Transfer Form
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Attachment I11A

Blank Organic and Inorganic DC-2 Forms
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L aboratory-Completed Organic and Inorganic DC-2 Forms
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Laboratory and Contractor-Completed
Organic and Inorganic DC-2 Form
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